The new Now Docs URL is as follows:
https://dasprint.iowa.gov/NowPrint/Login.aspx

Please add this to your web favorites
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When logging in, your new
login is your e-mail address,
and your old password. You
may need to call to have your
password reset; if so call
281-5231.

IP: Never use your
“BACK” button on your
web page (in the upper left);
you will get an error
message. Always use the
Now Docs buttons to
navigate the pages.

After signing in you will be
taken to a page to confirm your
contact information and have an
opportunity to change your
password.

After submitting you will be
taken to this page where you
can set your order preferences.
You must pick the copy center
and time zone you work in.
Preference selection will result
in order defaults to the paper,
impression and binding setting
unless you physically change
them as you place your order in
step 2.

You can change the setting any
time by clicking on “My
Account” in the upper right
hand corner of your screen.
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Add files to your order using the optians below. You may add muliple files_Exaefem by clicking the "Preview” icon

Order Name

(maximum 50 characters)
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Showing Files: 1 -0 of @

Cancel Order

Print Center
Order Temp
Add Files
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This will bring you to the
“Start Order” page. All of
your recent job orders (in
the new system) will be at
the bottom of the screen. If
you select the “Start Order”
button, it will take you to
the 1% step of your order.

Step 1
Name your job — starting

with your agency acronym
and job title.

Select the copy center you
want the job printed, or go
with your default selection.

Choose “File Upload”,
select a file in your filing
cabinet, “Counter Drop off”
or choose to order from the
“Warehouse Items”.
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Binding: [Mone
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Comer Staple
GEC - Black

schvanced Finist
O Collating
O Cutting

EJ0vill- 3 hole |52 le Stitch
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[ Folding - gtk
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O Laminating - 11 % 17

[ Laminating - Custom
[ Laminating - Legal
[Laminating - Letter
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[ Padding - NCR 50 forms
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Pages: 25
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Paper: |20# bond 8.5 x 11

Binding: |Mane

Adwanced Finishing Options(Fil)
[ Collating

O cutting

Dnill - 3 hale punch
[Folding - Half
CIFolding - right angle
CFolding - Tri

O Laminating - 11 x 17

Commerts:

O Larminating - Custom

O Larinating - Legal

O Larninating - Letter

[ mail tab - 2 per sheet

M Packaging Box

DO Padding - 50 wo Chip board
O Padding - NCR 50 farms
O Shipping UPS

[ Shrink wrapping - each
[ Shink wrapping - per 100
O slip sheets

Gancel

Color:
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Step 2
Click on print options within

the item description and you
will go to a screen with drop
down options for paper,
impressions, and binding.
Choose the selection that is
what you want for your job.
Enter your quantity at the top
of that page.
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Step 2 Check Boxes:

There also are new check
boxes located at the bottom of
the screen for additional
finishing options such as
packaging box, padding, and
the old shrink-wrapping
option, which now functions
properly. Save and submit
your changes.

Tip: Shrink-wrap per 100
are for a gty of 100 forms
per package, shrink-wrap
each is for packaging per
document.
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Step 3
Select your “ship to” information

and delivery date. This is much
like the 1* version of Now Docs;
with a few changes, the person
entering the ticket will be the
default recipient, and when you go
to your address book select the
“Corporate Account Default”

~many of your existing inside

customers will already be logged
into this site. Select your recipient
and save.

Step 3

Pick your shipping method from
the drop down menu and your
requested delivery date from the
calendar.

TIP: Make sure you remove
yourself from the delivery
instructions if you are shipping to
someone else or you may get a
double order.
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Review and Place Order

Confirm your order details by viewing the summary receipt. Specify payment information and click the “Place Order” button

“Wiew Receipt Details

Special Order Instructions

P T — 2310 for printing. See the layout
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for the coding located next to the
account box. If you do not have a
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- — Reprints can be used for an exact

Order from the Catalog Order Job reprint, reprintS with ChangeS or

for ordering several jobs that have
common recipients and cost codes.

E e B Cucte Process The “Reprint” function is a quick

short cut that allows you to tab
Your Rasant Ordors through one or two screens without

Date Order ID Order Name Recipients Status  Details Re-Print - . .
BEET T e Ay Ken yat T W EE havmg to enter more information,
Re

21472008 38907 DHS Project Kam Hyatt Part | (38311) Karen Hyatt TraskiModity
ararz008 33908 DHS Project Kam Hyatt Part || (@6312) Karen Hyatt Tracdodity

but there are some important rules
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NEW JOB so you don’t think you
have duplicate print jobs.
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Paper: 20% hond 8.5 % 11 (White) - All Pages =
Binding: 4383: Staple fleft comen) legal
Pages: 12

Page Size: Letter
Finishing: Packaging Box (Gly. 3)

Recipients

Karen Hyatt
Name: Karen Hyatt
DHS MHDS

Address: , Hoover
Des haines, IA 50319
Fhaone: 1-3128

Service: Local delivery service
Due 8/5/2008 8:00:00 PM (CDTy
Date:

Shipping
Slip & Download

Delivery: ttem = Quantity
1 1000
2 1000
3 1000
4 1000
5 1000

Edit Order / Place Order
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Reprints

Only when the job is an exact
reprint should you click on
the “place order” button.
Exact repeats are of the same
qty, paper, binding, ship to
and accounting information.

If any of those elements in the
job changes, or to rename the
_job, then you should select the
“edit order” button

REVIEW AND
PLACE ORDER

ADD
DOCUMENTS

CHOOSE PRINT
OFTIONS

CHOOSE DELIVERT
OFTIONS

Add files to your order using the options below. You may add multiple files. Proof them by clicking the "Preview" ican
Order Name

{maximum 50 characters)

IHS Flood recovery S8}

Print Cemel:
Order Template:

Add Files

b B 1
File Upload From File Cabinet Counter Drap-off Warehouse ltams
. Type # of Pages Preview
— coping v sttermatn [Letter] o ;
black
Femove Zi\::zg your child final [Letter) - ,
Remowe :E:g}\;\;:;\nnds (Letter) - .
I o et - 1
e ery effects (Latter] " .

prej re
staple dupler

Showing Files: 1-5 of&

Cancel Order
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Reprints

When editing a reprint the
~ most important thing to
remember is to rename the
job; you can add a date
requested to the name to
help identify it from other
orders. It is important to do
this step to keep the jobs
from looking like duplicate
billings. Then proceed
through the steps as you
normally would, changing
quantity, or page count or

paper.
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Exciting New Features

In the next 30- 60 days we will launch three new features. 1) The Catalog option, which
will have pictures of items that are off the shelf such as forms, local mail envelopes, and
capitol photos. 2) Order templates this option allows you to set up a template for order
configurations you use often. There are three in the current system you can try. In the
meantime be thinking about how you can take advantage of this option and what you would
like to establish as a template. 3) Variable data orders which are orders that we would set up
a template such as your business card shell and the person ordering can type in the
information, this allows you to proof on-line and there is less chance for error if we are re-
entering the data. This is good for Letterhead, Envelopes, Business cards, Post cards etc.
You can be thinking about what items you would like set up in your agencies website. Only
users set up in your corporate site will be able to see these templates.
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